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OBJECTIVE:

I am seeking challenging position to materialize my professional knowledge and experiences in a well-diversified and career leaning organization. To bring innovation, simplicity and guarantee in all assignments with dedication, to achieve mutually set objectives and excel in my career endeavors. My commitment to large corporations is reliability, responsibility & a winning personality between multicultural employees, a good team skill & high energy that will enhance my knowledge & skill.

                                                    Areas of Exposure

1 Attitude: Having positive attitude towards every assigned task.

2 Team Work: Asking questions, interacting and discussing the objectives of the team. Treating others with respect and supporting their ideas. Helping one’s coworkers, this is the general theme of teamwork. Encouraging all the members of the team to participate in the team.

3 Client Service: Identifying improvement areas and implementing measures to maximize customer satisfaction. Taking escalations for resolving critical issue ensuring CTQ delivery and business continuity.

WORK EXPERIENCE: 
Worked as Customer Service Executive :             Aug 08th  2010 – 09th Oct  2014
Dubai Properties Group (Ejadah Asset Management) - DUBAI
Principal Accountabilities/ Key Result Areas :- 

· Answer phones and respond to customer requests.

· Day-to-Day Systems check and escalation of the critical Problems with Vendors and service providers.

· Follow-up on customer enquires not immediately resolved.

· Coordinating with sales and technical staff, clients, local suppliers.

· Communicate and coordinate with internal departments by E-mailing them.
· Organizing collection of equipment’s from client’s office/site for repair/services and arranging deliveries of product/equipment to the clients

· Solving issues related to security, materials & Products. Respond promptly to customer inquiries.
· Handle and resolve customer complaints.
· Direct requests and unresolved issues to the designated resource.
· Identify, research, and resolve customer issues using the computer system.

· Designing work orders and ensuring completion as per the time schedule and instruct the related team regarding their jobs by using the MAXIMO software.
· Raising the client’s maintenance request in Sales Force & Portal Software and at the same point of time Promoting the website address and encouraging the client to raise the request online

· Handling stock of all Material related to carpentry/plumbing/electric.

· Updating job status and other technical reports from the technicians and supervisors in the software.

· Scheduling the appointment in shift planning as per the availability of technician & clients convenient.

· Provide customers with information about the projects handled by the company & services.

· Provide feedback on the efficiency of the customer service process by conducting customer satisfaction survey.

· Keep abreast about the new laws related to lease administration/Facility management in order to be able to respond efficiently to customer queries.

· Handle customer accounts and provide guidance on enhancing customer relationships.

· Follow the action plans resulted by the coordination with customer to understand customer requirements for improvement in continuous business leading to profitability & high level of customer satisfaction.
Worked as Customer Service Executive : 

Dec 21st 2007 – 31st July 2010
Home Services and Mobile 


Emirates National Bank Of Dubai, (DU Telecom –Emirates Integrated Telecommunication Company) - DUBAI
Key Responsibilities:-

1 Facilitating customers residing at the Emaar, Nakheel and Tecom properties having TV,         
      Telephone and Internet services.
2 Answering efficiently to the basic customer enquiries and complaints with regards to services 
       like Internet, IPTV, Telephone, GPRS ,Mobile, Billing and technical support.,
3 Increased customer satisfaction through timely customer complaint readdressal thereby 
       reducing repeat calls wherever possible.
4 Handling additional responsibilities as and when assigned by the Team Leader / Manager.
5 Participating in meeting to discuss issues and customer complaints with an aim to reducing      
       problem incidence.
6 Activating new prepaid connections.
Worked as Specialist Customer Support : 

Oct 20th 2005 – Sep 3rd 2007
IBM Daksh Business Process Services Pvt. Ltd., (AIRTEL PROCESS) - INDIA
Key Responsibilities:-

       1     In charge of handling day to day requests and complaints received from customers and         
              accountable for their results.
2 Increased customer satisfaction through timely customer complaint readdresses thereby reducing repeat call wherever possible.
3 Ensure high service standards and highlight and escalate appropriately when required.
4 Handling special projects / additional responsibilities as and when assigned by the Team Leader / Manager.                                                                                                                                                                                    
5 Attending to queries, complaints and requests in areas of expertise like billing, networking and resolving the same within the Turn around Time.
6 Participating in meetings to discuss issues and customer complaints with an aim to reducing problem incidence.
7 Being a senior agent supports the floor in training and handling escalated calls from new agents.
Worked as Customer Service Executive : 

May 1st 2005 – Aug 31st 2005
Microwave Communications Private Ltd. (AIRTEL PROCESS) - INDIA
Key Responsibilities:-     

1 Providing customer service to priority customers.
2 Attending all types of queries, and revert to the customer with the best resolution.
3 Handling calls under extreme pressure. 
4 Handling pre launch queries. 

5 Handling office and administration duties in the absence of Team Leader.

ACADEMICS QUALIFICATIONS:

1. Passed Graduation (B.Com)  - Prafulla Chandra College 
(Calcutta University)
2005
2. Passed Indian School Certificate Examination- Grace Ling Liang English School 
2002
3. Passed Indian School Certificate Examination- Grace Ling Liang English School
2000
IT SKILLS:

1. Proficient in Office Automation Tools i.e. MS Office.

2.  Proficient in Internet Browsing Skills.
ACHIEVEMENTS:

1. Have always been amongst the top performers of the department.
2. Successfully taken part in projects of the department.
3. Consistent and satisfactory resolution of all customer issues ahead of given parameters.
4. Received recognition for meeting all targets and being successful in time management.
5. Got promoted as a Floor Support
HOBBIES:


Listening music, interacting with people, watching T.V and playing cricket. 

PERSONAL PROFILE:

Date of Birth:




: 18.12.1984
Marital Status:




: Single

Sex : 





: Male

Nationality:




: Indian
Language Proficiency:



: English, Hindi and Bengali.

UAE Driver’s License :


 
: Valid UAE Light Vehicle Driving license
